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- lishments and the factors having the greatest influence on- the Office's programs Auring the year v)
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OFFICE OF PERSONNEL

UMMARY AND HIGHLIGHTS

snents deseribe the major sccomplishments of

tobistics reflecting, on the average, the

nevoased workload withoub corresponding staffing increases. The key accomp-

e

nificent event of the year was the enactment of Public Iew 88-643, -3
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Ighment of the CIA Retlvemsnt a,ml Diga ability System. Tt is anticipated

wm, vhen fully operative, will cover about 30% of the Agency's employees.

.

Tor idenbifying those eligible bo participate in the system were

o the Job of ovgoanizing the full range of cperstions involved in adminige

2. lMongower conbrolse—-reduced pervsomnel ceilings, average grade and salary controls--had, O

as they did in FY 1964 snd can be expeeted %o do in FY 1966 and FY 1967, a major impact on the

activities of the Office

3. Continuing efforts were made to achieve greater efi’iciency and productivity through

pirec dural i

wrovemauts and applic ba‘ on of new techniques and methodspocumenTNO.
: HANGE IN §LASS.
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Oue progron plons for FY 1966 and FY 1967 axe embraced by the following objectives:

wa-of ADP bechniquos end applications in ell vhases of activity; this means

and on inbtensified effort to develop the necessary technileal compe~

efforts to improve manpower anslysis ‘techniques end to educate Carcer

Servize officials about thelr long-ronge monpover problems and the measuves needed to meet, -
nindmize, or avoid thanm.
3. Conbinuing vpgrading of the quality of ‘the Personnel Career Service with special

attenbion to ite nseds Fox reevulting and developing junior officers 1o fill future needs.

H

Lusas
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FY 1867

sebow of Perscanel 13 vesponsible for the developzent and edministration of an Agency-
om.  Hig fucnetions inelude :L’om,ua'ting and reconnﬂ'\nding policies, reguletions,

y

sing and asslmtmg odministrative and opsrating officials; réviewing and \.)

tices in the Ageocy; 'prov*rlmg & full range of personnel and

ired in sueport of these prograns.

primary responsibility for the direction of
acetivities and for providing administrative

In addision, the immediate office of the Director of

terg of umisual imporbance or urgency or of extreme

foxe IciGI'_O!lEll

The office of the Director of Persommel also includes two special sté.ffs: the CIA Reti_remenﬁ
Staff and the Specisl Activitics Staff. The CTA Retirement Staff is charged with the immediate

impleonentation &ﬁcl ingtallation of the CIA Re tivement and Disability System provided in PL 88~

secreboriat sunport to the CIA Retivemeubt Board. The Special

&h3 and din eldibicn, D

pervice officinls in corw, ying cut their

P
N

0p50002-7
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of involuntary separstions and disciplinary actions, advises"

relating to suitability determinations and adverse actions,

such as providing support to the CIA Personnel Evaluation

s,

andlidate Roview Panel, end the Applicant Review Board.
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Fiseal Year 1965:

Prineipal accomplishments during FY 1965 are reflected in the statements desceribing the éc’bivitieso
of tho “vbord;a.n,.. 2 elements of the Office of Per.:onnel. The followlng are those which because of

regquired e:d;enshe direc ion and, often, participation by the office

ty System suthorized in PL 88-643,

e
=
o
)
Lo
=
ft
p,
o

cdination (internal and externnl) of reguletions R

ecords .JJ tems, programming the '"eviezr of onndu’cy
to participate -- in ghort, the orgenizotion of a new and

\ Retirement Staff wag cs*t'« blished to support this activity for -

1 2nd his immedié.te stolf have been deeply involved. As of 30 June 1965,

seveenzdl; of ‘uhesc, 168 - sve mined to te eligible for designation
156 wore dstormined 1:0 be ineligible; ents (11 volunta vy and 3
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in the development of controls to edminister

d monitoring of accessions end lateral shifts of persomnel to

in the development of edministretive machinery

b ating 2 sevies of gietistieanl studies and enalyses which would provide a sound
tosis Por fovecasbing vecrultzent requircments on an annual basis. ' O
5, studlies designed to identify long-range problems and

he need for action now to minimize the impact of these

on in an cnegoing thorough shudy of

snerally (bub specifically in relation to the vecovding of

Stabistles eovering the principal sctivities of the Specidl Activities Staff serve to describe ’ -
| O
both the geose end volume of copaerotions in thig area:
1. Avvensements were made for placing spproximately 50 employees on probation for a variety

and in 37 coses crvangements were made for delaying the granting of Step Increnses. Arrange-

LoeS

ndso 1ade for suspending 25 employees, mostly for security infrections, end also

A i

E ) n “ﬂ
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for downgrading apprgximately 70 employees.
2. Involuntary Separations: , .
~Failed to Qualify Other Invol.

First Year Separations Total
Terninated 0 0 0
Resigxied in Lieu 66 105 in
Retired in Lieu _ 0 9 9
TOTAL 66 - 114 180

3. The Applicant Review P.’a.nelmreviewed a total of 35# cases and the Overseas Candidate
25X9  Review Panel screened a total offilf] irdividuals fo-: overseas assigmment.

4. Yhe CIA Pex_‘sonnel Evaluation Board met 13 times during the year and considered 25 cases.

This resulted in the resignation of 9 employees, ;-eassigxment of 2, disability retirement of

6, probation in T cases, with final action still pending in 1 case. '

S. During the year 507 employees’ were converted to Career Employee status after having

successfully completed the established three year provisional period.

Objectives FY 1966 and FY 1967:

The principal program obJectives of the Office of Personnel are described in the Summary statement
preceding this section. In brief, they include the following:
1. Continue intensive effort to exploit fully computer applications to personnel planning,

processing, and recordkeeping.




\v -
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2., Complete the screening of current eﬁxployees to identify those eligible to participate
in j;he cIA Rétirement System and the development of procedures for the required periocdic review
of parbicipa.xrts to ensure that they contime to qualify; refine the criteria for "qualifying
service" performed in the United States. :

3. Improve the quality of the Persomnel Career Service and develop plans for meeting future ’
needs for middle- and senior-grade officers ‘-- particularly to f£ill the substantial gap which will
be created when inost of the présent senlor officers retire in the next several years. (

4. Continue the development and refinement of manpower forecasting techniqueﬁ.

5. Maintain & contimuing review of existing mechanisms for evaluating employee suitability
to ensure that these ﬁnction with the highest possible degree of effectiveness.

6. For the Special Activities Staff:

a. Pt;i'suant to Executive Order 11222, Prescribing Standards of Ethical Conduct for

Govermment Officers and Employees, Agency regulations and handbooks on employee conduct

must be revised pﬁsmt to the provisions of the Order and the regulations of the Civil
Service Conmis;ion issued pursuant to the Order. o | o ‘
b. Revised procedures for clearing employees for overseas assignment and converting

employees to Career Employee status have been developed and are to be inaugurated during
the coming Fiscal Year.

deihmg e .

T
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Financial Requirements FY 1966:
25X1A with an AE of 31.0, personal services will cost-;housand for the Office of the Director.of

Personnel. Travel is budgeted at $4 thousand, which will cover the cost of travel By the
Director of Personnel to the South East Asia area. The OD/_Pe_rs budgets for external training
for the Office of Persomnel, and an increased emphasisv on computer training for Personnel
Officers will require at least $4 thousand in FY 1966. Supply and equipment expenditures will

be approximately $2 thousand. : . ‘ ‘ (

Financial Requirements FY 196T:

25X1A salaries and related costs will ve ] thousand for the _Ofﬂce of the Director of Personmel.
Travel is budgeted at $I thousand, which will cover the cost of travel by the Director of
Personnel to the Eastern Buropean area to inform field officials of new policies and programs
and to gain direct knbwledge of problems unique io various field stafions. »External training
is a,gain‘yro.jected at $11- thousand to cover the cost of computer training and external mid-career
courses. Supply and equipment estimates of $2 thousand will cover the cost of miscellaneous

supplies and replacement of electric typewriters.

Changes in Financial Requirements:

FY 1966 over FY 1965:

An increase of $7h thousand 1s estimated for an increase in 5 positions and 5.8 AE, filling

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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positions to authorized grade levels, yr.lthin 'gra,de increases, and related personal service

costs; an increase ($3 thousand) to cover cost of South East Asia trip for the Director of

Personnel; an increase ($1 Vthouéand) in external training costs; and an increase ($1 thousand)

to cover the cost of one electric typewri_ﬁer and 2 Stenotype machines.

FY 1967 over FY 1966: - ,
An increase of $8 thousand is estimated for an increase of .h4 AE, £illing positions to authorized (

grade levels, within grade increases, and related personal services costs.

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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Office of Personnel

Plans and Review Staff (PRS) ‘ " FY 1967

General: S o _ o
Althdugh the Chiefs of the several functional Divisidna within the Office share responsi-

bility :for providing staff Bnpport to the Director of Personnel in the development, reir:lew,‘ and

evaluation of poliéiés and programs as well as other staff functions, the Plans and Review Staff

is .the primary staff arm of the Director of Personnel. As such, the Staff coordinates the efforts

'of the several Divisions in this field and undertakes separate specialized projects such as man-

power planning and enalysis, promotion studies, and systems apalysis in connection with the -
eutomation of personnei reqorda. The Staff is also responsible for preparing personnel regﬂntom
and procedural issuances in vﬁna.l draft for Agency coordination and for reviewing propnsed i-egul.a-
tions prepared in otner components in the course nf their coordination. Finally, the Staff pro-

vides secretariat snpport for the Personnel Advisory Board.

Accomplishments for Fiscal Year 1965:

During FY 1965 the Plans and Review Staff devoted its major effort to developing the basic
foundation for a manpower planning system designed to forecast Agency personnel requirements ’

based on ceiling projections, and to translate.these requirements into specifie recri:itment

Appfoved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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objectives that reflect the numbers, occupational speclalties, and other characteristies of the

individuals to be hired during each forecast period. The Staff also coordinated actions leading
'to the ‘development of an Agency—ﬁde ’;ta.tisticalreporting system on non-staff personnel. In
addition, the Staff prepared a number of speéia.l analyses and reports on various areas of
personnel menagement including the following:

1. FY 1966 recrt;i'hnent objectives for the Career Training Program.

2. Statistical report of foreign language skills of staff personnel.

3. Studies of personnel selected for the 7 Senior Schools and the Midcareer Executive
Develoment Course. :

k. Analysis of the Honor and Merit Awards Program.

5. Revigw of ‘pers-onnel» record-keeping syst_e.m‘.-‘ ; ' ‘

In deveioping and coordinatin_g.‘regulatory issuances, tﬁe Staff processed the bfollow:lng
issuances, .usua]jy in collaboration with the functional' Division concerned:

1. Regulations on Casualty Planning, Consultants, Honor and Merit Awards, Contra.ct
Personnel, and Hours of Work. . .

2. Agency Notices on the Employee Activity Association, Processing of Ca.ndidates for
Assigmment Overseas » and Flight and Accident Insurance.

3. Various other issuances as reflected in the following statistics:
a. Headquarters regulations and handbooks processed - 28,

b. Headguarters notices processed 23

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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C) e. Office of Personnel Memoranda ) 12
O £. Buployee Bulletins and other issuances ~ 8

Objectives FY 1966 and 196T:

Major emphasis will continue to be placed on the develbpment' of an increasingly competent (
manpower planning system capable of providing accurate and detailed long-range forecasts of ‘
 recruitment réquifements, and on the automation of the Office's entire records system as part
of an integrated Agency venture. In addition, specia]_. surveys and studies will be conducted
w\ in & immber of‘area.s of current personnel interest such as qualifications standards, applicant
( selection methods, promotion.praetices and trends, selections for executive development programs,

leave usage, attrition, and retirement projections.

Financial Requirements FY 1966:

25X1A  The total fund requirement of -thousa.nd will be for personél services costs. - ‘

25X1A Financial Requirements i’r 196T: -

() The total fund requirement of- thousand will be for pe.'_tsohal services costs.

(' : Changes in Financial Requirements :

FY 1966 over FY 1965:

An increase of $3 thousend is estimated for an increased. of .5, f£illing positions to
. AN '
ar i
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authorized grade levels, within grade increases, and related personal services costs.

FY 1967 over FY 1966:

An increase of $1 thausandA is estimated for'f:_[lling positions to authorized grade levels,
within grade increages, and related personal services costs.

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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office of Personnel

ol

FY 1967

Recruitment and Retiree Placement Division (RRPD)

General: A B ; _
The Recrui-hnent. and Retiree Pla.cement Division is responsible for conducting overt and covert

personnel procurement for all categories of staff persomnel and, on a selective basis, for non-
sta.ff personne1§ and for conducting a p:_'eretire_n_lent co*qnséling and placement assistance service (
available to all employees who require or desire Agency assistance in their f£inding a so-called
post-retirement secaﬁ career. The Division engages in both ﬁeld recruitment, through an
aggressive nation-wide recruitment program, e.nd loca.l recruitment ) which consists of a "gateway .
1nterview unit vhich screens casual applica.nts and referrals of Congressional and other special
sources; and 'bhe Division now provides a preretirement counseling and placement assistance service,
while contiming to process resignees insofar as out-placement assistance is merited or made '

necessary in the Agemcy's own interests.-

Accomplishments for Fiscal Year 1965:

Fiseal Year 1965 was essentlally an Agency-wide year of getting down to ceiling and the
recruitment emphasis was on walting to see what would be broken loose as f£irm requirements. NPIC

and CTP represented the principal f£irm requirements insofar as any large numerical workload was

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7
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concerned. Consequently, & hard look at the ‘Diirision'swstrgngth resulted in a severely reduced

gtaff whose antieipated task in the year ahead would focus on the more limited activity to

b

recruit Career Trainees (CT's), specialized personnel, and clerical personnel.

RRPD ‘ru].filled its job of locating candidates to £111 the requirements levied upon it --
although the Agency closed out FY 1965 with 129 personnel below ceiling.  From the recruitment
standpoint, hawever, the year ended with 1,980 candidates still in process. The 100 Universities

Program enjJoyed another gsuccessful year in which 87 presentations were made. This program kept (
the Agency's "foot in the door" for what could be termed a lean year and gave continuity for
such a year as FY 1966 in which req;qirements are higher and canpetition.tougher. ‘

'.mé Division retained its headquarters in the 1006 Glebe Buildiﬁg, but was alerted at year
end to the prospect of a further consolidation of its physical facilities'in Ja.nu.ary-1966 -8
move to the I crca to new office space é.d.ecﬁmte for the units now located in
downtown Washington (Washington Recruiting Branch), Quarters Eye (Employment Referral, Branch
(formerly OP/POD/OPB), and the offices of the Chief, RRPD currently at 1000 Glebe Building .

This will promote a considerably more efficient organizational and management enviromment than ‘

that now imposed by the physical fractionization of these services. Small econcmies were

effected such as adopting the use of certified mail. (in lieu of .registered mail) for material

classified below Secret, further reducing t_he recruiters' reliance on long distance telephone

cRoe? 1
Excleded from artomatis
gowngrading and
dechssn'lcalm
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calls in lieu of cqfrespondence , monitoring recruiter use of POA when air travel would be more

—

economical. —

The following recruitment statistics summarize the results of RRPD's recruitment work dur:lng
the year, 'I'he umber of eppointees entered on duty during FY 1965 was - Security initia-
tions, representing candidates selected for final employment processing, totalled- which
on the basis of past experience indicates some 20,000 interviews. The professional recruiters
were counted on to a greater extent to commence picking up the sla.ck in clerieal recruitment

created by the elimination of three full-time clerical recruiters. At peak strength in FY 1964
we had as many as 1 clerical recruiters on our payroll. ' »

We 'believe that our recruiters are now based where they should remain ‘and dig in for several
years to come , barring unforaseen losges. We are aiming now for the recruiter-faculty-university
contimuity in all territories that can oanr be esta‘blished productively by repeated visits and
faithful contacts. - ' |

The Retiree Placement Counseling funétion, established in RRPD, and tlle resignee out-
placement ﬁmction of POD was transferred to RRPD as a related function. Practically *all
Calendar 1965 Civil Service retirees were interviewed, counseled, and assisted in their seeking
of sécond careers, Ito the extent that short lead-time permitted.- Technigues, files, procedures,
and leads wefe being developed from seratch, and ,> at year-end, the CIA Retirement System

retirees were entering the pipeline.

grOYP 1
Excluded fr3m automatic
dawngradiny and
declassifivation
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Objectives FY 1966 and FY 1967: _
Baged on current forecasts, recruitment objectives for FY 1966 total some 2,000 these

projections are subject to new analysis in 1light of rapidly revising ceiling decisions, evalua-

tion of the gaps created. by a near-freeze on enployment during several months of "FY 1965, and

the now somewhat 1imited opportunity that obtains for pertially £i11ing these requirements by the

reagsignment and retraining of personnel mmle surplus to one or another component of the Agency.

The Govermment-wide daifficulty in attracting qualified economists obtains for this Agency, ‘

coupled with the ‘"builtf-in mobility" that causes on—boud economists to be ever geeking to better

themselves in other agencies, academic or commercisl fields, or in combinations of all three,

when outside consulta.nt privileges are exbended. The NPIC reqllti_rements,will’ demand‘an all-out
1966 ‘and 1967 recruitment ef:t‘prt -- an effort which in FY 65 netted a plus of 70, after an

11% attrition, over FY 6 year ena. strength. Office of comunications _requirements are measur=

ably higher, an and beccming increasing]y more sophisticated -- in the face of a shrinking supply

of former military-trained camnunicators. The Career Training Program _must be g:ounted a

regular year—to-yea.r customer for continuing high input, of high quality, with no recruitment (

let-up. These are merely the high-lighted requirements. Our most difficult task ahead very

well may be the matching of increased_contract re_q_uisitions with available

volunteers.

The freeze on clerical EOD's during the middle half of FY 1965 and a tendency to curtail

GEOLP 1
Excluded from aufomatic
cawngraging and

declassification -
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clerical EOD's to keep within ceiling limitations produced a year-end deficit of clerical.
personnel in FY 1965, with a resulting need for concentrated recruitment effort ﬁl this field
in FY 1966 and the reinstitution of the prowrlsional clearance" leverage employed in the past.
Within the clerical category FY 1966 a.nd. 1967 requirements will 1nclude , Por the first time >
candidates with language proficiency in French, while requirements with respect to Spanish and
Portuguese will continue. ‘ |

Plans for FY 1966 and 1967 include continuation of the highly successful 100 Universities
Program, but on a reduced scale, 65-T5 universities, because of fewer recruiters to put into

the program. Plans also include continued use, but no expansion, of University Associates to

assisf in the academic recruitment program.

Plans and objectives for the FY 1966 and FY 1967 Retiree Counseling program embrace hoped
for improvement in all aspects of this activity. Our experiénce clearly has shown that this
program is deserving of top management's most enlightened support. It may well contain the germ A
of the Agency's finest in-house employee relations service , considering the economie problems
confronting many of the families and individuals involved. This program decisively demends (
longer lead-time for preparing prospective retirees for retirement, and this objJective 13 being

kept uppermost in mind. Placement successes in FY 1965 proved totally encouraging.

GRIWP 1
Excluded from autsmatic

N downgraging and
" teclassification
Telfilla
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Financial Requirements FY 1966: e : S

25X1A Personal services costs of-thousand are estimated for 'FY 1966. Travel costs are estimé,ted

_ . at $125 thousand for a more extensive recruitment activity with a reduced staff. Transportation

of imusehold effects and office furpiture is estimated at $8 thousand for movement of field recruiters
and recrultment offices in order to take full advantage ofl the mogt fertile employment areas of

the coruntry; Tglephone,’ telegraph, and postal services are estimated at $12 thousand for FY 1966.
External prixﬁ;ing (standard forms, etc.) is estimated at $1 thousand. The cost of Other Services (
will inerease to $35 thousand in FY 1965. This increase is expected to take place in the advertising
portion of this o‘BJecb class, and will be cénsed by increased effort to recrult specialized personnel.
Supplies and equipment will cost $5 thousand, the greater portion of which will be used £o replace

equipment used by field recrulters such as typewriters, voicewriters, ete.

Financial Requivements FY 196T: _ »
Fersonal services costs offfthousend ave estimated for FY 1967. Travel of riela

recruiters ($125 thousand) and transportation of effects ($8 thousand) are the same smount

budgeted for in FY 1966. Commnications services and renmtels ($12 thousand) will remain at the  {
previous levels. Tt éhould. be noted that in spite of increasihg telephone i'atea, the cést of
communications ser\rlces.has remained consistant in recent‘yea.rs. _ This has been accomplished by
decreasing the use of telephone and increasing the use of mail wherever possible. Printing costs

will remain at $1 thousand. Other Services will continue at $35 thousand to cover the cost of
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advertising, operational entertainment, and fees to University Associates. Supply and equipment‘

—
costs of $5_thousand will be for operating supplies and for replacement of recruiter and head-

quarters support equipment.

Changes in Financial Requirements:

FY 1966 over FY 1965:

An increase ($8 thousand) in contract salaries and related costs will be caused by increased (

use of field clerical employeés and by use of one professional cdntract recruiter. An increase
(33 thmsand)_ for filling positions to authdrized grade levels, within grade increases, and
related personal services costs. An j.nr_irea.sg ($22' thousangl) to allow for increased travel .
because a decrease in recruiters has caused the size of the.territory covered by the remaining
recruiters to increase. ‘ ‘

An increase ($1 thousand) to allow for pro,jected shifts of field recruiters, an increase
($1 thousand) to allow for increased form printing, an increase ($11 thousand) for increased
adverbising to eneble the Agency to locate and hire qucialized ‘t.alent pa.rticule.rlyr for South (
East Asia operations. An increase ($3 ‘thousand) is required for replacement of equipment ‘

used by field recruiters and headquarters support personnel.
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FY 1967 over FY 1966:

—

An increase ($25 thousand) for an increase in AE of .9, filling positions to authorized

grade levels, within grade increases, and related personal services costs.

BROUP 1
ciuded from astomaiic
dowagrading and

i5 declassificatlon -~
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Office of Personnel

Persomnel Operations Division (POD) : ‘ ) — FY 1967

General: - ' . _ ' _ ‘ .
The Personnel Operations Division 1s responsible for support and assistance to the Agency's career

service elements and operating components (except the Clandestine Services) in their personnel

management responsibi]ities. The Division also provides: a centralized gianrications aha.]ysis ‘

service for the codification of applicant and employee qua]ifications, a s‘batistical reporting
service for the maintenance of personnel statistics and the preparation of required reports;

a transa.ctions and records service for processing personnel actions of all types, for maintaining
suspense ‘records on step 1ncreases and Fitness Reports, for maintaining Official Personnel Folders
for staff employees, eonsultaxtbs, and applicauts, a com‘espondence section which prepares
correspondence to appl:lca.trbs and candidates-~in-process; and an Interim Assigmment Section for
holding and training provisionally-cleared or, during a brief period of orientation and training,

clerical personnel who have been fully cleared for employment. ’ ‘

Accomplishzﬁenﬁs for Fiscal Year 1965
The mounting pressures of the economy drive made the greatest impact upon this Division during

the fiscal year. Inasmuch as Agency managers were required to bring their office strength and

career service strength down to authorized ceilings, the Personnel, Operations Division was directed

o e
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to coordinagte approp:iate manpower controls with the Agency components and report the i:rogress

—

of manpower control procedures. Also, coupled with ceiling reductions, came average grade reductions

which redq.ced the headroom for promotion advancement within most career services s and, in some .

cases, ci‘ea.ted overages at certailn grade levels.

With the restrictive controls came additional reporting requirements on the Division.  The

Statistical Reporting Branch alone produced 1,100 more reports during fiscal yeai' 1965 than in ‘

fiscal year 1964. The practice of entering on duty clerical persomnel with provisional clearances i
was reinstated. Also, the program of "summer only” hiring was revived. The Qualifications
Analysis Coding Project was speeded up so that the first phase of the Project was more than two-

thirds completed at the end of the fiscal year.

The Placement Branch commenced to provide preemployment processing for all Type A contract casges

for the Clandestine Services. This has been of significant assistance to some areas in the

Clandestine Services in giving them organized and experienced service not otherwise available.

The scope and 'levél of some specific activities in the Personnel Operations Division are suggested

by the following workload statistics:

F{ 1963. Y 1961; FY 1965

Applicant files established ' 1%,032 14,131 14,855

Employee files charged out T 38,885 33,457 46,661

Pieces of material filed in employee files Excl:gég ;;ua?féﬁim 250,020 319,800 167,622
dec!assifiétiaa

Letters prepared to applicants and

candidates~Iin-process M 34,348 34,47k 32,348 -
el A%
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FY 1963 FY 1964 FY_1965
~ Personnel actions processed 27,825 . 26,506 23,297
) Periodic and merit step increases processed 9,399 10,965 10,605
Employee Qualiﬁcations Coded NA /8§ 10,837
O . Profiles Prepared : NA NA 8,666
Statistical table prepared for recurring reports 2,hk29 2,960 4,096

Statistical tables prepared. for specia.l reports 180 258 160 (

Ob,jectives for FY 1966 and FY 1967:
Manpower controls are likely to contimme to 'be reasonably severe and will include the addition of

average. salary l:lmitations. While POD 1s not responsible for the latter controls » the Division
will need to be kept currently advised of any problem areas if promotion actions and accessions are
to be monitored properly. The Division will consult with the Career Services frequently in order

v

to assist them in responding to these controls and in operating programs which are suited to their

long-range requirements.

Phase I of the malifications Analysis Coding Project should be completed early in FY 1966 Phage (
II, which involves the preparation of supplemental questionnaires by all employees and analysis
and coding of this additional information (in many cases requiring interviews), will then be

(P

undertaken and will represent a substantial workload factor through FY 1967.

In addition, the Division will seek to improve both the scope and the usefulness of the record-

keeping and reporting functions and to greatly increase the e_use of FDP systems in this area.
" BRser 1
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Financial Requirements FY 1966:
25X1A Personal services costs will be [JJll thousand in FY 1966. A travel budget of $2 thousand is

e ]' 25X1A6a  estimated to allow placement officers to attend training classes a.t_ attend

C ~\) personnel conferences and help with highly specialized recruiting. Rental of Xerox equipment

18 expected to cost $20 thousand. The Office of Personnel has aided in speeding up the security
prdcessing of applicants by reproducing personal history statements on Xerox and Ozalid equip~
ment. Costs for printing and buying standard forms and specially forms is estimated at $2 (
thousand. The cost of supplies is estimated at $13 thousand.r This figure includes costs foi

X&ox suppliés , Ozalid peaper and am’frgnia, and other administrative supply items not available ‘in

the Agency supply system. The equipment gstima.te ($5 thousand) includes 'such items as replace-

C) nment tyﬁewriters and Wheeldex equipment.

The Pre-employment Interview Program is estimated at $346 thousand to accommodate an increase ‘

in Commo and NPIC :ani'beea.

25X1A The Interim Assignment Section is expected to cost- thousand in salaries and related costs (

and $27 thousand in travel.

() ‘
’ Financial Requirements FY 196T:
[ 25X1A Personal services and related vcosts are estimated a.t- thousand in FY 196T.

GROEP 1 )
Excluted from autematic
downgrating and
declassification
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Travel costs will remain at $2 thousand to allow placement officers to attend personnel conferences
and help with speclalized mcruiting A contimuing requirement for Xerox equipment will require

a minimm of $20 thousand. Printing costs are expected to rise to $4 thousand, and will include
the additional cost of primting a new Qualifications Coding Handbook. mpplies will remain at

$13 thousand, the greater portion of this cost being for Xerox and Ozalid supplies;

An equipment budget of $60 thousand is planned to cover the cost of 5 IBM Electronic typewriters (

; which will replace obsolete flexowriters now used as a computer input.
The Pre_-_employment_ Interview Program is again estimated at $346 thousand.

“ ) 25X1 Ag'he Interim Assignment Section is expected to cost-t.horusand in salaries and related costs and

$2’{ thousand in travel.

Changes in Financial Requirements:

FY 1966 over FY 1965: ‘ . (
A net decrease ($3 thousand) reflecting a decrease of 3 positions and 2.3 AE (-$21 thousand)
offset by an increase for filling positions to authorized grade (+$3 thousand) and an increase

in temporary and contract salaries (+$10 thousand).

[ An increase ($2 thousand) for travel of placement officers (explained above). An increase

(39 thousand) for increased use of Xerox equipment to reproduce PHS sets and biographic profiles.

6R000200050002-7
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An incresse ($1 thousand) for replacement of standard fomms and specialty printing. An increase
($6 thousand) for increased supply purchases for Xerox and Ozalid equipment. A decrease ($1 thousand)

for non-recurring equipment purchases.

An increase in the Pre-employment Interview Program of $131 thousand is estimated in order to

accamodate an increase in COMMO and NPIC invitee tra,vei.

An increase in salary and related costs ($82 thousand) for an increase in A.E. of 18.0. An

increase ($10 thousand) for increased EOD travel of hard-to-get clerical employees.

FY 1967 over FY 1966:

An increase ($12 thousand) for f£illing positions to authorized grade levels, within-grade increases,
and related personal services costs. An increase (32 thousand) for printing of a new Qualifications
Coding Handbook. An increase (455 thousand) for pufchase of 4 TBM electronic tWters to

replace obsolete flexowriters now in use.

An increase ($3 thousand) in the Pre-employment Interview Program to accammodate slight rise in

clerical EOD éa.la.ries.

O Py e Excluced {
> ds

Approved For Release 2001/03/04 : CIA-RDP80-01826R000200050002-7



Approved For Release 2oo1loa-‘g§§§;§ﬁapso-o1826R000200050002-7 (

Office of Personnel

‘Clandestine Services Personnel Division (CSFD) FY 1967

General:

The Clandestine Services Personmel Division is responsible for providing starff advice and
secretariat support to the Clandestine Services Career Service Board, its subordinate Panels

and seetions, and the Clandestine Services Personnel Management Committee. The Division assigts
these elements in the selection, assigmment, rotation, prcmotion, development, and utilization

of personnel who are members of the Clandestine Services Career Ser\rice, includ.ing Ppersonnel

in the staff agent and career agent categories. In this connection, the Division serves as a
centra.l Personnel office for the Plans Directorate in gulding and coordinating the work of the
component person.nel offices. The Div:i.sion provides staff advice end serves as a control point

in the allocation of personnel ceilings among the Clandestine Services components and the develop-
ment, processing and mainl:ena.nce of staffing and development complements, and makes orgenizational

studies and recamuendations concerning the composition of personnel by types and service designatiog 8.

Accomplishments fdr Fiscal Year 1065

The activities of the Clandestine Services Personnel Division were slgnificantly affected by the
President's econcmy directive and the resulting menpower, celling, average grade and average
salary controls. Major accamplishments included the following:

O
ERddr 1
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Esta’blishment of new personnel authorizations for each component in the Clandestine

Services within the overall allocation to the Deputy Director for Plans.

Participation in “the reorgsnization of Clandestine Services compenents in line with

reduced cellings in some components and expansion of ceilings in others. '.[hese re=
organizations required redistribution of large mumbers of personnel to optimize the use

of their experiences and skills. A reductlon of personnel gtrength by 61 persons was

achieved in the process. : ' _ (

Provided. increa;ed. staff support o the expanding role of the Personnel Managemerrb

Camittee by improving assigmnént procedures, by developing earlier indications of

"personnel requirements, by specifying areas of competing :pr:loritiés, by identifying

diﬂ':‘imllt-to-assi@ personnel anrl prepering their "eases” for the PMC, and by constant
planning for managanent improvements. i \‘_

Established program for reviewing forelgn langusge competency of Clandestine Serviced '
personnel, developing improved procedures for tegting and up~-dating of language qualifications.
and laying plans for expending language training. a : (
Initiated aml condueted the identification and processing of Clandestine Services pers_onne].

‘ eligible for the CTA Retirement end Disebllity System, involving interviews, counselling

and resolution of problems raised.
Strengthened the program for the rotation of Clandestine Services officers to the Office

of Training and refined future pia.ns for an improved and more econcmical process.

CRIUP 1
Srqﬁ;n
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g. Developing plans for an intensified attack on the pro'blem of immobile or not fully

—

effective personnel in the Service. _ =

h.' Developed more effective reporting techniques to provide infomation for mana,gement on B
tightened ceiling end assigmment controls. '
In addition, the atterrt:.on devoted to the Field Reassignment Questionnaire program has been
increased in order to relate the movement and availability of gqualified personnel to priority
and competing requirements in other aveas. The administration of this program involves, on the
part of CSPD, the matching of q_ualifiéationé to requirements, preparation of cases requiring |
mce ad,judication of canpeting rema.imnents, cable or dispatch tra,fﬁc, and interviews vith

retumees .

Objectives for FY 66 and FY 6T

Program plens for the CSPD over the next two years are based on five expectationss
a. That econcmy ‘and.”'l.;ight cord:rolé over the use of manpower will contimue to prevail
" b. There will be no lessening of criges areas throughout the world
c. The canmitmen’c in Smrthea.st Asia will be enlarged
d. The DDP will attempt to mske the Service more responsive to world-wide demands by early
idenﬁiﬁcation of requirements, tighter mansgement of the assignmeﬁt process, by attacking
'the préblem of immobile careerists and ﬁot-fully—effective personnel, by a refined.program

of lateral entries and by a more vigorous training program.

an? X
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These expectations, superimposed on the already “going" requirements will call for thes/e/ programs?

d.

—

Improvement in personnel management, especially in establishing a system of centrally

directed assigments (a.t the Career Service 1eve1) to enable effective and timely assignmezrts

to priority areas.

Further expansion of the role of the PMC into the tighter assignment process, thus requiring

more up-to-date :Lnforma.tion and fully staffed out agsigmment proposals for consideration,

and the continuing follow-up to the PMC decisions. This process will require greater

intercanponent and interarea transfers end concomitant heavier demend on CSFD for identi-

fying requirements, segrching for and identifying qualified persons, taking all organizae

tional and personal factqrs into consideration, and presenting a staffed out produc'h to
the BMC. - _' ' ' .
Increased development of lenguage and area skills to meet identified and anticipated

- ghortages.

Improving the eeonany and effectiveness of the CTP recruitmexrb of Clandestine Servicea
trainees by specifying requiremexrts for selective recruitment to obtaln alrea.dv—developed
gkills (e.g. language sldlls, area k.nowledge) in order to minimize in-service training
on the Agency s t:tme and expense. _

Development of policles and procedures for mansgement ‘of non-staff personnel and an

inventory of skills and covers for this increasing category.

prnv
ik
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The total fund requirement of-thousand for CSPD 1s for personal services.
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f. Tntensification of the program for the assigmment of capable instructor personnel, probably

in slightly larger mmbers, to OTR.
g- Development of policles and procédures for identifying and mam.ng determinations in the case
of personnel who cannot meet the obligations of tﬁe Service, and the development of processes

+to ensure careful screéning end selections of persons proposed for laterél entry into the

CS on a career basls (excluding Career Trainees).

Financisl Requirement FY 1066:

25X1A

Financial Requirvements FY 1967:

The total fund requirement of - thousand for CSFD is for personal services. : 25X1A

Changes in Financial Requirements FY lﬁ over FY 1%2':

An increase (410 thousand) for £1lling positicns to suthorized grade levels, within grade

increases and related personal services costs. A decrease ($1 thousand) for non-recurring (

typewriter purchases.

Changes in Finsncial Requirements FY 1967 over FY 1966:
An increase ($% thousand) for f£illing positions to authorized grade levels, within grade increases -

and related personsl serﬂces costs.

Laa
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Office of Personnel

Mobilization and Military Personnel Division (MMPD) FY 1967

General: »

The Mobﬂization and Military Personnei Division is responsible for the procurement, assignment,
adminisf;ration, and disposition of military personnel detailed to the Agency from the military
services and the development of plans and recommendations for the mobilization of manpower in (
the event of a national emergency. 'I'his includes conducting’ necessary liaison with appropriate
components of the Department of Defense and prepe,ring and maintaining records pertaining to
militery personnel. The Division is also responsible for the planm.ng, administration, and Bup-

port of the Agency 8 Milita.ry and Civilian Reserve Programs.

Accomplishments for FY 1965: ‘ , .
There was & net decrease of 15% (from- in the overall mumber of personnel adninigtered2oXIAL

by MMPD during the year. This resulted prima.rily, from a phase-out or reduction of four Agency

ABa

projects with the return of certain detailees to their respective service.
25X1A6a

25X1A6a However, procure-
ment actions showed a 13% increase on 30 June 1965 (162) when compared to 30 June 1964, (143).

This resulted from an increase in airman Iirocuremené acf.:lons for a specilal prdject initiéted' in

October 1964 by DDS&T/OSA.

-'ﬂ .
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~ Statistically, »the workload of the Division is suggested in the following data concerning the

pumber of individuals serviced or supported by MMFD:

RERRat it

MILITARY DETAIIS ON DUTY (30 June 1965) ,
' ~ Officer Enlisted " Total

Army
Air Force
Naﬁ
25X9A2

Merine Corps
TOTAL

(These figures do not inelude 32 non-reimbursable personnel who are administered by MMFD. )

The Mobilization Planning activity maintained constant liaison with the Department of Defense
and the military departments to insure that existing military reserve programs and military

manpower agreements would not be lost as a result of the military reserve reorgenization plan

announced in December 196% by the Secretary of Defense.

Records of employees who terminated their employment during the year were reviewed for possible

membership in the Agency's Civilian Reserve Program, and those selected were processed through

appropriate offices fdr clearance to contact.
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Six two-week military reserve training classes in counterinsurgency were conducted at _

25X1A6a _with a total of 198 reservists participating. Also, a new two-week course in

"Intelligence” was developed for presentation during FY-66. Additionally, active duty training
tours were arranged with various military units for 153 Agency Reservists in the U.S. and 67

overseas. Forty weekly training essemblies were held at Headquarters for Reservists.

In addition, the Division provided a great deal of assistance to Agency components and draft (
eligible employees relating to various selective service matters. This included confirmation of

employmént letters sent to local Selective Service Boards.

The fdllowing mdicates' our Agency military reserve status:

25X9

An additional workloed of significant proportions was ass@ed by MMFD as a result of a reduction
of military personnel assigned to the Office of Training. The new workload consists of the
complete administrative support of 58 enlisted men and 1 officer stationed at _which

has been obso:bed by MMPD without benefit of additional spaces. -A re-screening of active
reservists assigned to units outside the Agency was made to insure understanding by all concerned

that they would be lost to us in event of recall. Of 78 employees involved, supervisors re-

GROuUP 1
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certified release of S5k, The remaining 24 were either transferred to the standby reserves,

cilling

Agency unit, or retired reserves.

ObJjectives for Fiseal Year 1966 and Fiscal Year 1967:

It is estimated that the scope and level of operations 'of the Division regarding detailed

military personnel will remain sbout the same in FY-66 and FY-67 as in FY-65.

In the reserve area, development of an active duty training coui'se in Unconventional Warfare is
planned for those Agency Reservists who will complete the course in Intelligence and Counter-

intelligence and in Counterinsurgency. Thls course will augment the inactive duty program for

FY-6T.

An increase in Agency Military deferments is anticipated .because of increasing draft calls.
Indications are that additional draft eligible_personnel will be required bverseas, resulting
in more deferment requests. Although the exact impact of this increage will not be known until
the end of FY-66, an increase of at least 25% in military deferments is expected. To assist the (
operating cdnponents in this matter, the Reserve Branch will carefully screen the rostefs of all
draft eligible employees and inform officials of those personnel who occupy a eritical position
and conseq_uéntly are elig;lble for deferment. In addition, an accurate machine listing will be

maintained of those draft-eligible employees in order to forecast possible Agency losses.
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Whatfilh

Financial Requirements FY 1966:

ousand in FY 1966. Travel to area military installations 25X1A

Personal services costs will b
and foreign travel by Chief, MMPD, will cost $7 thousand. Transportation of household effects

of military details to MMPD will be $1 thousand.

Financial Requirements FY 1967:

Personal services cost will ve [JIlll thousend in FY 1967. Travel will remain at $7 thousand. 25X$A

Changes in Financial Requirements:

FY 1966 over FY 1965:

No change.

FY 1967 over FY 1966:
An increase ($4 thousand) for £illing positions to authorized grade levels, within grade increases

and related personal services costs. A decrease (%1 thousand) for non-recurring transportation

¢

of household effects.

{
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